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Publication  Guidelines 

ACTION :  Notice  of  plans  for  publication 
of  2nd  Annual  Compilation  of  Privacy 
Act  issuances. 

SUACMARY:  This  document  announces 
schedules  and  procedures  developed  to 
help  agencies  meet  their  publication  re- 
siK>nsibUities  under  the  Privacy  Act  of 
1974.  This  document  also  establishes  a 
requirement  that  agencies  submit  a 
Table  of  Contents  for  the  systems  of  rec¬ 
ords  described. 

FOR  FURTHER  INFORMATION  CON¬ 
TACT: 

Mr.  Robert  Jordan,  Oftice  of  tlie  Fed¬ 
eral  Register,  National  Archives  and 
Records  Service,  General  Services  Ad¬ 
ministration,  Washington.  DC.  20408. 
Telephone:  202-523-5240. 

Introduction 

The  Privacy  Act  ‘Public  Law  93-579, 
section  552(e)  (4) )  requires  that  all 
agencies  shall  publish  *  in  the  Fed¬ 
eral  Register  at  least  annually  a  notice 
of  the  existence  and  character  of  systems 
of  records  •  •  Tlie  Act  also  requires 
that  the  Federal  Register  “•  *  •  shall 
annually  compile  and  publish  the  mles 
promulgated  wider  subsection  <f)  and 
agency  notices  published  under  subsec- 
tkm  (e)  (4)  in  a  form  available  to  the 
public  at  low  cost.”  (Section  552(f).) 

The  Office  of  the  Fedei*al  Register 
(OFR)  has  developed  these  procedures  to 
help  agencies  to  meet  their  responsibili¬ 
ties  under  the  Act  and  to  minimize  the 
printing  costs  involved  in  reissuing  and 
reprinting  all  the  Privacy  Act  notices. 

Background 

The  OFR  scheduled  the  first  Annual 
Compilation  of  Privacy  Act  Issuances  tor 
publication  in  1976.  The  Compilation  was 
contained  in  five  volumes.  In  order  to 
avoid  the  delays  that  occurred  in  print¬ 


ing  the  1976  Compilation,  OFR  luus  es¬ 
tablished  a  new  schedule  that  should  re¬ 
sult  in  issuance  of  Uie  1977  Compilation 
by  September  27,  1977,  tlie  second  anni¬ 
versary  of  tlie  effective  date  of  the  Act. 
To  accomplish  this  goal,  and  to  insure 
that  the  most  up-to-date  versions  of  tlieir 
systems  appears  in  the  Privacy  Act  Com¬ 
pilation,  Federal  agencies  will  have  to 
adhere  strictly  to  the  deadline  dates  an¬ 
nounced  in  these  guideline.s.  Failure  to 
comply  with  these  dates  may  mean  that 
an  outdated  version  of  an  agency’s  is¬ 
suances  will  appear  in  tlie  1977  systems 
Compilation,  or  that  an  agency  may  be 
omitted  altogether  from  the  Compila¬ 
tion. 

Submission  Deadlines 

During  the  period  July  1,  197';  to  Au¬ 
gust  31,  1977,  each  Federal  agency  sub¬ 
ject  to  the  Privacy  Act  must  submit  a 
document  for  publication  hi  the  Federal 
Register.  This  docwiient  is  required  un¬ 
der  the  provisions  of  5  U.S.C.  552a(e)  <4) . 

Manner  of  Submission 

The  document  submitted  must  con¬ 
tain  the  complete  text  of  the  agency’s 
systems  of  records.  These  systems  should 
be  submitted  in  niachhie  readable  for¬ 
mat;  either  Optical  Character  Recog¬ 
nition  (OCR)  Type  or  on  magnetic  taiie 
in  accordance  with  the  specifications  hi 
the  Appendix  to  these  guidelines  Agen¬ 
cies  that  are  unable  to  supply  doi'uments 
in  machhie  readable  form  should  con¬ 
tact  the  OFR  promptly. 

In  the  signed’ preamble  to  the  docu¬ 
ment,  agencies  should  describe  any 
changes  included  in  the  systems  of  rec- 
wds  that  were  not  previously  published 
in  the  Federal  Register.  This  Includes 
additions,  deletions,  and  substantive 
changes  to  the  system  of  records.  The 
preamble  should  also  include  citations 
to  the  Federal  Register  issue  where  the 
agency  last  republished  their  systems  in 
full  text  together  with  citations  for  any 
subsequent  amendments. 

Table  of  Contents 

Elach  agency  must  also  Include  a  table 
of  contents  Immediately  preceding  the 


text  of  the  systems  of  records.  The  table 
of  contents  should  be  arranged  in  the 
order  of  appearance  of  the  systems 

Number  of  Copies 

Three  copies  of  the  document  (one 
original  and  two  certified)  must  be  sub¬ 
mitted  to  the  OFR.  If  a  tape  is  submit¬ 
ted  as  part  of  the  d(x;ument,  two  single¬ 
spaced  printouts  of  the  material  on  the 
tape  should  accompany  the  document. 
Upon  receipt  of  the  document,  the  OFR 
will  schedule  publication  as  soon  as  pos¬ 
sible.  Normal  Federal  Register  puM'- 
cation  schedules  do  not  apply. 

Rules  and  Regulations 

The  OFR  will  compile  each  agency’s 
rules  and  i-egulations  pertaining  to  the 
Privacy  Act  and  pubUsh  them  with  tlie 
systems  in  the  Compilations.  The  rules 
and  regulations  will  be  compiled  as  of 
July  1, 1977.  If  any  revisions  are  plamied, 
the  agency  should  be  certain  to  have 
them  in  by  that  date  to  insure  appear¬ 
ance  in  the  Compilation.  Only  rules  pub¬ 
lished  in  final  form  by  that  date  will  be 
included. 

Agency  Overruns 

Betore  final  printing  of  the  Compila¬ 
tion  volumes,  agencies  will  be  given  tlie 
opportunity  to  order  overruns  from  the 
Government  Printing  Office  for  the  part 
in  which  their  material  appears. 

For  F'urther  Information 

Any  questions  or  problems  with  regard 
to  these  guidelines  or  publicati(Mi  of  the 
Annual  Compilation  should  be  directed 
to  tlie  Privacy  Act  Coordinator  by  calling 
<202)  523-5240,  or  by  writing  the  Office 
of  the  Federal  Register,  National  Ar¬ 
chives  and  Records  Service,  General 
Services  Administration,  Washington, 
D.C.  20408.  The  Office  is  located  in  Room 
8401,  1100  L  Street  NW.,  WashingtiHi, 
D.C.;  office  hours  are  from  8:45  a.m.  to 
5:15  p.m. 

Fred  J.  Emery, 

DirecUn  of  the  Federal  Begister.  , 
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Typing  t*q«iir«m«ntt 

Typcwritere  must  have  10  character  per  inch  pitch,  OCR>A  size 
I  type  font  with  15  characters  and/or  symbols  and  space  bar  which 
conform  to  FLPS  PUi  32. 

The  followinf  FIPS  PUB  32  symbols  will  not  be  used: 

I  long  vertical  mark  (field  identifier)  Tig.  11-24. 

V  symbol  fork,  figure  11-22. 

—  group  erase,  figure  11-96. 

The  symbol  hook  ( ,r  )  figure  11-21  will  occasionally  be  used  to 
indicale  special  fuiKtions. 

The  character  erase  (  |  )  figure  11-9.^,  will  be  used  to  correct  typing 
errors,  as  follows; 

■  delete  previous  letter 

II  delete  all  characters,  back  to,  but  nut  including,  previous 
space 

III  delete  entire  line,  back  to  the  left  hand  margin. 

Corrections  on  copy  will  not  be  made  by  erasing,  white-out.  or 
striking  out.  Only  clean  copy,  with  the  exception  of  the  character  erase 
used  for  correcting  errors,  will  be  acceptable. 

Copy  must  be  typed  double  space  at  a  5  or  6  lines  per  inch  pilch. 

Spacing  between  words  or  sentences  will  be  restricted  to  2  .spaces. 

Operator  must  distinguish  between  figure  one  (I)  and  lower  case 
letter  ell  (I)  and  between  figure  zero  and  capital  letter  O.  These  charac¬ 
ters  are  not  interchangeable. 

Hyphens  must  never  appear  at  the  end  of  a  line.  If  a  hyphenated 
word  must  extend  beyond  the  image  area,  use  2  erase  symbols  and  start 
a  new  line.  Strikes  over  previously  typed  letters  are  acceptable  for  this 
function  only  when  the  insertion  of  the  two  erase  symbols  would  fall 
outside  the  right  side  margins. 

Quotation  marks-C')  for  single  open  quotes;  ('"*)  for  double 
open  quote;  (  ' )  for  single  close  quote  and  apostrophe,  ( '  •)  for  double 
close  quote. 

A  one-time  carbon  ribbon  that  is  equivalent  to  an  IBM  3121  Black 
Ribbon  Part  No.  1136108  or  1136390  is  normally  adequate  to  meet 
requirements. 

Fopor  Roquiromoists 

Paper  will  be  made  available  through  the  Office  of  the  Federal 
Register  and  will  have  preprinted  on  it,  in  non-OCR  readable  ink, 
margins,  alinement  and  first  character  positions.  Indents  for  3. 6,  and  9 
spaces  are  also  marked  and  are  referred  to  in  these  specifications. 

Margins  and  alinement  are  critical  and  must  be  followed. 

Data  Idantifiars  (Kayword  irsdicators) 

The  codes  listed  following  these  paragraphs  must  be  placed  im¬ 
mediately  in  front  of  the  data  they  refer  to.  These  codes  will  cause  the 
correct  function  code  and  heading  to  be  added  by  the  edit  program  i 


1.  Data  entries  are  to  be  preceded  by  a  keyword  indicator,  the 
character  (  rl).  and  a  letter  as  assign^ 

2.  The  keyword  indicators  and  the  subsequent  letter  causes'  the  edit 
program  to  generate  the  proper  headings  as  they  appear  on  the 
following  list. 

3.  Data  may  reflect  either  a  textual  paragraph  or  column/UsI  foriruit. 
The  start  of  each  paragraph  is  a  new  line,  with  a  3-space  indent. 
When  names,  addresses,  etc.,  require  a  column  list  formal,  each 
individual  line  will  be  a  new  line  with  a  6-space  indent.  It  is 
advisable,  where  possible,  to  enter  names,  addresses,  etc.,  in 
paragraph  form. 


Keyword  and  letter 

Paragraph  title 

HA 

(NONE)* 

HB 

System  name; 

HC 

Security  classification; 

HD 

Security  location; 

HI 

Categories  of  individuals  covered  by  the 
system; 

HP 

• 

Categories  of  records  in  the  system; 

HG 

.^uthorily  for  maintenance  of  the  system: 

HH 

Routine  uses  of  records  maintained  in  the 
system,  including  categories  of  users  and  the 
purposes  of  such  uses; 

HI 

Policies  and  practices  for  storing,  retrieving, 
accessing,  retaining,  and  disposing  of  records 
in  the  system; 

HJ 

Storage; 

HK 

RetrievabNity: 

HL 

Safeguards: 

Hfl 

Retention  and  disposal: 

HN 

System  manager(s)  and  address: 

HO 

Notification  procedure: 

HP 

Record  access  procedures: 

H(3 

Contesting  record  procedures: 

HR 

Record  source  categories: 

HS 

Systems  exempted  from  certain  provisions 
of  the  act; 

*tlRii|uc  syMcm  number  asiifncd  bv  tbc  tubmiiiHif  dcpaiuneiM.  To  be  uteri  m  crcMim  *■ 
Inikx.  FirtI  ausitkrn  after  rlA  mutl  be  either  a  blank  or  alphabetic  character.  IS  characicrt 
maaimum. 

For  turlher  information  on  Manner  input  contact  the  Privacy  Act  Couniinatar  at  the  Office 
of  the  Feiletal  Reaisler. 
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1.  All  files  will  be  submitted  on  H  inch  wide  magnetic  tape  whose 
recording  mode  is  9  track.  Acceptable  recording  densities  are  800 
or  .1600  CPI. 

2.  Files  are  to  be  devoid  of  equipment-oriented  identification  label 
records^  i.e.,  unlabeled. 

3.  I^les  are  comprised  of  blocks  of  data  not  to  exceed  3000  characters. 

4.  Data  entries  are  to  be  preceded  by  a'  keyword  indicator,  the  char¬ 
acter  **+*',  and  a  number  as  assigned.  See  attachment  1. 

5.  The  keyword  indicators  and  the  subsequent  number  causes  the  edit 
program  to  generate  the  proper  headings  as  they  appear  on  attach¬ 
ment  I. 

6.  Data  may  reflect  either  a  textual  paragraph  or  column/list  format. 
The  start  of  each  paragraph  is  preceded  by  the  character  “S". 
When  names, ‘addresses,  etc.,  require  a  column  list  format,  each 
individual  line  .will  be  preceded  by  the  character  "%'\  It  is  advisable, 
where  possible,  to  enter  names,  addresses,  etc.,  in  paragraph  form. 

7.  The  character -set  indicated  in  attachment  II  provide  for  upper  and 
lower  case  letters,  the  numbers  zero  through  nine,  and  the  normally 
used  punctuation,  e.g.,  period,  comma,  colon,  semicolon,  hyphen, 
em  diuh,  shil,  exclamation  mark,  question  mark,  quote,  apostrophe, 
ampersand,  asterisk,  and  open  and  dose  parens. 

These  codes  represent  the  characters  to  be  called  by  the  composi¬ 
tion  program  in  composing  the  submitted  data.  Any  fractions,  math 

signs,  etc.,  are  to  be  spelled  out 

AHACHMENT  I 


Koyword  and 
number 

+I 

+25 

+3$ 


Paragraph  title 

(NONE)*  ^ 

System  name: 

Security  classification: 


AHACHMENT  1- Continued 


Keyword  ond 
number 
+4$ 

+5$ 

-f6$ 

+7$ 

+8$ 


+9$ 


+9A$ 

+9B$ 

+9CJ 

+9D$ 

+10$ 

+11$ 

+12$ 

+13$ 

+14$ 

+15$ 

+16 


Porograph  title 

System  location: 

Categone's  of  individuals  covered  by  tfie 
system: 

Categories  of  records  in  the  system: 
Authority  for  maintenance  of  the  system 

Routine  uses  of  records  mafnlained  in 
system,  including  categories  ei users  and 
purposes  of  such  uses: 

Policies  and  practices  for  storing,  retrieving, 
accessing,  retaining,  and  disposing  of  records 
in  the  system: 

Storage: 

Retrievability: 

Safeguards: 

Retention  and  disposal; 

System  managerfs)  and  address: 

Notification  procedure: 

Record  access  procedures: 

Contesting  record  procedures: 

Record  source  categories: 

Systems  exempted  from  certain  provisions 
of  the  act: 


*UaifM  tyslcm  — mber  usisned  by  dtt  tubmiiHV  dtpartmcal.  To  be  used  ia  crtalinc  m 

Wn.  FirM  poution  lAcr  -fl  mhi  be  ciUKr  ■  bMi  or  atphabelic  chancier.  20  cfearaclcra  *%ad  JeieriplMM  iadicMoc.  For  ikc  by  tX>r>.  Fomiom  20-24  coaufa  etoord  coMt  fcr 
■uinunL  ekecUaS- ran  wit  be  ia  Moclicd  records  whb  conuolrecordi  in  from  «C  (NT  marda 
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AHACHMENT  N 

PART  I 


M 

ChoroctAf 

Hex 

1 

wsm/ik 

3 

Choracler 

3 

Character 

3 

Character 

i 

Charocter 

3 

Character 

3 

Charocter 

00 

By  pott 

10 

20 

30 

40 

1 

A 

60 

•  hyphen 

70 

01 

11 

21 

31 

41 

51 

61 

/  shin 

71 

t 

12 

22 

32 

42 

52 

62 

72 

03 

13 

23 

33 

43 

53 

63 

73 

04 

14 

! 

34 

44 

54 

64 

74 

05 

15 

25 

35 

45 

55 

» 

65 

75 

I 

16 

26 

36 

46 

* 

56 

66 

76 

07 

17 

27 

37 

47 

57 

67 

77 

I 

18 

28 

38 

48 

58 

68 

78 

I 

19 

\ 

29 

39 

49 

59 

69 

79 

' 

OA 

1A 

2A 

1 

4A 

5A 

1 

6A 

7A 

m 

1 

IB 

2B 

3B 

4.B 

period 

5B 

% 

para¬ 

graph 

6B 

commo 

7B 

1C 

2C 

3C 

4C 

5C 

6C 

% 

list 

7C 

jjj 

ID 

2D 

3D 

4D 

.  op9n 
'  poron 

5D 

clo$«  . 
por^n  ' 

6D 

em 

doth 

7D 

opot 

1 

IE 

1 

1 

1 

HjOjlH 

5E 

tf 

••mi- 
1  colon 

1 

7E 

1 

IF 

2F 

3F 

4F 

5F 

6F 

T 

7F 

"  quota 
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This  sample  illustrates  how  a  system 
notice  will  look  with  tlie  codes  required 
by  the  specifications  appearing  above. 
NOTE  THAT  THE  ACTUAL  HEAD¬ 
INGS,  “SYSTEM  NAME.”  “LOCA¬ 
TION,”  ETC.,  SHOULD  NOT  BE 
PRINTED  OR  TYPED,  BUT  ONLY  THE 
SYMBOLS.  The  program  developed  by 
the  Government  Printing  Office  will  in¬ 
sert  the  headings  where  appropriate. 

-  1  DOD412.07. 

-f2$  Research  Clearance  Files  412.07 — 
DOD/Navy. 

-r  4$  Records  Management  Division, 
Administrative  Management  Directorate, 
the  Adjutant  General  Center  Office  of 
the  Secretary  of  the  Army. 

4  5$  U.S.  citizens,  doing  unofficial  re¬ 
search,  who  apply  for  access  to  Army 
classified  files. 

-i  6$  Individual’s  application  for  re¬ 
lated  processing  papers  and  access  au¬ 
thorization  and  extension;  correspond¬ 
ence  between  the  Records  Management 
Division  and  (1)  applicant,  (2)  records 
custodians,  (3)  other  Government  agen¬ 
cies;  retained  copies  of  research  notes 
and  manuscript  and  selected  documents. 

+  7$  Section  12,  Executive  Order  11652, 
“Classification  and  Declassification  of 


National  Security  Information  and 
Material.” 

^  8$  Records  are  used  to  obtain  clear¬ 
ance  for  access  to  classified  information 
by  applicant;  to  obtain  approval  of  re¬ 
search  subject  matter;  to  determine  lo¬ 
cation,  availability  and  classification  of 
records  desired  by  the  researchers;  to 
request  and  coordinate  the  review  of 
manuscript;  add  to  enable  discussion  of 
proposed  or  ongoing  research  when  prob¬ 
lems  arise.  Primary  users  are  the  Office 
of  the  Secretary  of  the  Army,  and  Offices 
of  the  Department  of  the  Army  Staff  and 
major  commands. 

+  9$ 

+  9A$  Paper  records  in  file  folders. 

+  9B$  Filed  alphabetically  by  last 
name  of  researcher, 

4  9C$  Buildings  employ  secimlty 
guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
that  are  properly  screened,  cleared,  and 
trained. 

49D$  Records  are  permanent.  They 
are  retained  in  active  file  until  end  of 
calendar  year  in  which  research  project 
is  completed,  held  an  additional  year  in 
inactive  file,  and  subsequently  retired 


to  the  Washington  National  Records 
Center, 

f  10$  The  Secretary  of  the  Army,  thru 
his  designated  representative.  The  Ad¬ 
jutant  General.  Headquarters,  Depart¬ 
ment  of  the  Army,  the  Pentagon,  Wash¬ 
ington.  D.C. 

+  11$  Information  may  be  obtained 
from: 

%  Hq  DA  (DAAG-AMR-S) 

%  Room  GA  084 

%  Forrestal  Building 

%  Washington.  D.C.  20314 

%  Pile.  Area  Code  202/693-1847. 

+ 12$  Requests  from  individuals  should 
be  addressed  to:  Same  address  as  stated 
in  the  notification  section  above. 

4-13$  The  Departments’  rules  for  ac¬ 
cess  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  appear 
in  the  rules  section  of  the  Federal  Reg¬ 
ister. 

414$  Application  and  related  forms 
from  the  individual  researcher  Depart¬ 
ment  of  the  Army  Staff  agencies  and 
other  federal  agencies. 

415$  None. 

4  16  (Record  count) 

I  PR  Doc.77-10488  Piled  4-7-77;8:45  ami 
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